
                                                                                                                                                  
 

How do I assign a 
Buyer?                   

When the requisition needs to have the buyer assigned or updated.

 
Login 

 
1.Login into the PeopleSoft eProcurement ver.8 system and prepare to 

select a buyer for a specific requisition. 
   
   

 

 Navigation 
 

2. Follow the navigation into ePro8 

   
   

 

 Manage Requisitions 
 

3. Select Manage Requisitions from the panel selections available. 
4. Within the Manage Requisitions, you will be able to replace a buyer or 

select a buyer when a buyer is not defaulted. 
   
   

 

 Buyer Select Panel 
 

5. Accessing the buyer selection screen. 
6. Adding criteria will enable you to reduce the number of requisitions being 

searched 
   
   

 

 Buyer Selection 
 

7. Accessing all available requisitions without buyers. 

   
   

 

 Replace Buyer 
 

8. Selecting a replacement buyer from the list. 

   
   

  
 9.Buyer has been selected and saved. Replacement Defaulted 
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Step 1: Login 
 

¾ Launch Internet Explorer (IE) 

o Follow instructions for selecting Web location for PeopleSoft ePro8 

¾ Press OK and YES for the two security pop-ups. 

o Enter the login name as directed by instructor (UPPERCASE only) 

¾ Password is the same as Login (UPPERCASE only) 
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Step 2: Navigation 
 
Ö eProcurement  

Ö eProcurement Home  

Ö Start 

Ö eProcurement Home 
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Step 3: Select Function 
Ö Manage Requisitions 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

4 of 9   



                                                                                                                                                  
 

5 of 9   

How do I assign a 
Buyer?                   

Step 4: Accessing the Buyer Selection Panel 
 

¾ Click on the Buyer Selection hyperlink  
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Step 5: Buyer Selection 
 

¾ The Status will default to “A” for “Approved Requisitions”. 

¾ Enter a Selection Criteria for the requisition of the “Requisition ID, Requester, Category ID, Vendor ID, or Default 
Buyer” 

¾ Click the “Search” button. 

¾ Requisitions matching your criteria will be displayed in the fields. 
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Step 6: Replace Default Buyer 
 

¾ Click on the “Mag Glass” button to display the “Buyer Selection” 
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Select Buyer  
 

¾ Click on the “Lookup” button 

¾ Select “Buyer” from the list 
¾ Double-click “Buyer” 
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Step 7: Replacement Buyer selected 
 

¾ The new buyer is displayed in the field. 

 
 

 
 

 

 

 

 

 

 

 

 

 

 
¾ Click on the              button at the bottom of the panel. 
¾ The new buyer will come across onto the requisition through the “Backbone Interlink”. 
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